
Local Education Agency ( LEA) 

Random Moment Time Study
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Agenda

Random Moment Time Study (RMTS) will include:

ÇRMTS Overview

ÇRMTS Requirements

ÇContacts ïRoles and Responsibilities

ÇParticipant List

ÇMoment Selection

ÇMoment Response

ÇSystem Demonstration

ÇPolling Questions

ÇSchool Health and Related Services (SHARS) Cost Reporting 
Overview

ÇMedicaid Administrative Claiming (MAC) Overview

ÇQuestions?
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What is Random Moment Time Study (RMTS)

ÇMeasures the participantôs time performing work activities.

ÇThe ñMomentò represents one minute of time.

ÅThe participant should only respond to what activity was 
being done at the exact time their moment occurs.

o Do not include a summary of job duties for the day or 
their job description.

o Do not list multiple activities.

ÇStatewide time study sample.

ÁThe participant will still respond to their moment if 
providing services outside of their district by including the 
name of the district.
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Overview ðPurpose of RMTS

ÇTo determine the percentage of time the Local Education Agency (LEA) 
employees incurs assisting individuals to access medically necessary 
Medicaid funded services.

ÅDirect Medical Services - SHARS

ÅMedicaid Outreach

ÅMedicaid Eligibility Determination

ÅMedicaid Referral, Coordination, and Monitoring

ÅMedicaid Employee Training

ÅMedicaid Transportation 

ÅMedicaid Translation

ÅMedicaid Program Planning, Development & Interagency Coordination

ÅMedicaid Provider Relations

ÇTo reasonably identify employees time spent on activities during the 
given quarter.
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Time Study Activities

ÇDirect Medical ïProviding care, treatment and/or counseling 

ÇOutreach ïInforming students, families and groups about available services

ÇEligibility ïAssisting students or families with the Medicaid eligibility process 

ÇReferral, Coordination, and Monitoring ïMaking referrals, coordinating and/or 
monitoring activities on a studentôs Individualized Education Program (IEP)

ÇStaff Training ïCoordinating, conducting or participating in training pertaining to 
medical or Medicaid services

Ç Translation ïArranging or providing translation to a student or family to access medical 
or Medicaid services 

Ç Transportation ï(Exclude bus drivers) aides and monitors accompanying students in 
need of personal care services or arranging transportation to medical services

ÇProgram Planning, Development & Interagency Coordination ïDeveloping 
strategies to improve the coordination and delivery of medical or Medicaid services 

ÇProvider Relations ïActivities to secure and maintain Medicaid providers 
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Overview ðRMTS Process

HHSC Contractor identifies pool of available 
time study moments
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Requirements for RMTS

Applicable for Both (SHARS/MAC) Specific by Program:

Å Participate in Time Study Periods in all 
Federal Fiscal Quarters.

Å 1st Quarter ïOctober, November, December
Å 2nd Quarter ïJanuary, February, March
Å 3 rd Quarter ïApril, May, June
Å 4 th Quarter ïNo Time Study conducted

Å Mandatory annual training for RMTS 
Contact and participants is required.

Å Participant List (PL) must be certified for 
LEA to participate in the random 
moment time study (RMTS).

Å A statewide response rate of 85%.
Å The position must be included on the PL 

to report MAC claims or SHARS cost.

SHARS : Must be enrolled as an active 
Texas Medicaid SHARS Provider by the 
first quarter PL due date.

MAC : An executed contract with 
HHSC and an approved Program 
Operating Plan (POP) by the first day 
of the federal quarter is required for 
participation. 
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Important Quarterly Dates for RMTS

Event Participant 
List Open

Participant 
Close (6p.m. 

CT) 

Time Study 
Begin

Time Study 
End (5pm)

1st Quarter 05/13/22 9/15/22 10/3/22 12/09/22

2nd Quarter 09/16/22 12/15/22 01/09/23 03/31/23

3 rd Quarter 12/16/22 03/03/23 04/03/23 05/26/23

4 th Quarter No Time Study Conducted for LEAôs
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RMTS Training

Annual training is mandatory for all contacts designated by the LEAs as an RMTS 
Contact.  The RMTS contact is responsible for ensuring the district complies with all 
RMTS requirements. 

ÇAn RMTS contact is required to complete only one HHS annual initial training 
and then are eligible to take ñrefresherò trainings . 

ÅInitial training - Those who have never attended RMTS training must attend 
an initial training.  Initial training must be interactive and therefore must be 
conducted via face - to - face, webinar or teleconference. 

ÅRefresher training ïThose who have ever attended an initial training may 
attend refresher training or may attend an initial training again.  Refresher 
training may be conducted via CDs, videos, web -based and self -paced 
training. 
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RMTS Training & Compliance

ÇHHSC requires that all participating LEAs have at least 2 LEA 
employees attend mandatory RMTS Contact training. 

ÁThe Primary RMTS Contact is required to have their annual training 
completed before the first quarter PL due date .

ÁThe Secondary RMTS Contact is required to have their annual 
training completed before the 3rd quarter PL due date . Secondary 
RMTS Contacts are unlimited in number. District employees, SSAôs, Co-
ops and third - party vendors can only be a secondary contact.

o At least one district employed secondary contact has to have 
their training completed for compliance.

ÁParticipants are required to have their annual training completed 
before responding to the first moment of the FFY.

ÁAnnually trained RMTS contacts are responsible for training Time 
Study (TS) participants annually
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(contõd) RMTS  Training & Compliance

ÇFailure to adhere to the training requirements will result in a non -
compliance.

ÁLEA superintendents and primary RMTS contacts will be notified.

ÁMay possibly result in your LEA not be able to certify the 
participant list.

Note: RMTS contacts who have not completed annual training will 
be given view -only access to the RMTS PL and will not have the 
ability to access, input, or update the RMTS PL. 
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RMTS Training Verification

LEAs can verify their RMTS contacts annual training 
status by:

1. Logging into STAIRS ( www.Fairbanksllc.com ).

2. Select ñManageò tab.

3. Click on the ñManage Training Statusò link.
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RMTS Training ðRMTS Contact Training 
Verification
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(contõd) RMTS Training Verification

Understanding LEAôs RMTS training status:

ÇFilters ïSelect the FFY and the trainings (RMTS/MAC Financial) you 
are needing to verify by selecting the drop -down option.

ÇTrained - Yes (trained) /  No (not trained)

ÇStatus - Full access to PL and TS / No access to PL and TS.

ÇTraining - Type, Date and Time of training.

ÇTraining Period - Federal Fiscal Year.  

ÇWilling To Hire Out - Yes (included spreadsheet)  /  No (excluded on 
spreadsheet).

ÇPreparers Available for Hire - Includes trained RMTS Contacts that 
are available to assist LEAs that have met the annual RMTS training 
requirement.
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STAIRS Contacts

HHSC Contractor: 
Fairbanks LLC

Technical Support Central Coding Staff

LEA Contacts

MAC Financial 
Contact

Time Study 
Participants

Superintendent RMTS Contacts)

SHARS Financial 
Contact

Health & Human 
Service Commission

Time Study Unit
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Contacts - Superintendent

Superintendent

ÇMust be designated as a contact in STAIRS

ÁUsername and password will be provided via email

ÇAbility to add the ñPrimaryò RMTS Contact in   
STAIRS

Ç Should not be included on the participant list in any 
job category
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Contacts - RMTS Contact 

RMTS Contact Responsibilities

Ç A Primary and at least one Secondary RMTS Contact is 
required to be a district employed contact.
ÁISD assumes all responsibility for designeeôs 

actions/non -actions.

Ç Attends annual training provided by HHSC

ÇEnsure all contact information is current and accurate

ÇVerifies and updates quarterly participant list each 
quarter.

ÇMonitors annual training compliance for districts RMTS 
contacts (see training requirements, page 9 -10).

ÇProvides RMTS training to sampled participants.
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(contõd) Contacts ðRMTS Contact 

ÇEnsures ISD compliance rate of 85%.

ÁReceives weekly list of participants that did not 
respond to their moments (document reason for 
missed expired moments).

ÇEnters ñpaidò or ñunpaidò leave for participants who are 
not in attendance.

ÇProvides ongoing technical assistance to participants

Note: SSAôs, Co-ops or third -party vendors cannot be listed as a 
primary contact.
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(contõd) Contacts - RMTS Contact

ÇParticipants absent at the time of their selected moment but will 
return within 5 business days should complete the moment. 

ÇThe RMTS contact will respond to a moment as ñpaid or unpaidò 
leave if the participant will not return within 5 business days. 

ÇResponds to vacant position not filled as ñunpaidò leave.  

ÅIf a position has been filled, the selected moment should be 
forwarded to the new employee for response.

ÇA vacant position filled after the emailed 3 -day notification has 
been sent to the vacant position or the employee previously in that 
position, the new employee will have to use the username and 
password provided on the 3 -day notification.
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Contacts ðParticipants

Participants

Ç Required to be trained annually (before their first moment occurs 
for the FFY).
ÁParticipants are trained by the HHSC trained RMTS contact.

ÇMust answer each of the questions in the sampled moment.
Á Failure to enter the information will disqualify the moment.

Ç Notified of their sampled moment 3 days in advance.
ÁEnter response within 5 business days of moment.
ÁReminders sent to participants via e -mail at 24, 48, & 72 hrs.          
ÁPrimary RMTS Contact is copied on the 72 - hour reminder.

ÇReceives email from coders if follow -up information is needed. 
ÁParticipant is required to respond within 3 business days from 

receipt of e -mail. 
ÁPrimary RMTS Contact will be copied on the e -mail.

20



Contacts ðHHSC Time Study Unit

Ç Provides RMTS support and guidance

Ç Provides training to RMTS Contacts and Central Coders

ÇWorks with appropriate federal agencies to design and 
implement programs

Ç Conducts ongoing program review to include:

ÁTime Study results

ÁCompliance with training requirements

ÁDocumentation compliance

Ç Sends out the non -compliance notification letters
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Contacts - Fairbanks LLC., Central Coders

Ç Receives training from HHSC on activity codes

ÇReview the participantôs response for the sampled 
moment

Ç Assigns activity code using uniform time study codes

Ç Requests additional information from participants if 
needed

ÁInformation is requested via email

ÁParticipants must submit a response within 3 business 
days of request

ÇMoments and assigned codes are reviewed by a 2nd 
and 3rd coder for agreement and quality assurance
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Contacts ðFairbanks, Technical Support

Ç Contracted by HHSC to operate and administer the 
web -based RMTS system

Ç Assist in annual training for RMTS Contacts

Ç Ongoing system support

Ç Send e -mail notification to selected participant 3 days 
prior to the sampled moment

Ç Send reminder e -mails for non - response to the 
sampled moment
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Manage Time Study Sample
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Polling Questions Time!!!!
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Polling Questions
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1. A district should explain only one specific activity at the 
time their moment occurs. True/False?

A. True

B. False

2.  An RMTS Contact can take a refresher before taking an 
initial training and still get training credit. True/False?

A. True

B. False



Participant List (PL) Agenda

Ç Development

Ç Certification

Ç Whoôs In 

Ç Drop Down Options

Ç System Demonstration
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PL Development

RMTS contact provides a list of eligible employees to be on the participant 
list. Employees who perform a direct service that is billed to Medicaid 
should only be listed on the PL.

ÇThe PL provides a basis to identify the positions that are included in the 
MAC claim and SHARS cost report.

ÇEmployees chosen to participate in RMTS will be categorized in one of 
two staff pools in Fairbanks as:

ÁAdministrative Services (MAC only) - Only includes employees who 
perform administrative activities associated with billing Medicaid.

ÁDirect Medical and Administrative Services - Eligible employees 
providing direct medical services and administrative activities for the 
purposes of billing Medicaid.

Note: Administrative employees such as executive directors, program directors, 
principals, assistant principals, special education directors, and other 
managers/supervisory employees are not to be included in the time study. 28



PL Development

ÇWhen the PL is closed:

ÁA participant cannot be added/deleted or change 
position/function category.

Ç Early access to the 1 st quarter PL can be given if:

ÁAn early May training is attended.

ÁAn RMTS contact will gain access to PL mid -May.

Ç Every time the PL is updated, it is certified.

ÁCertify the PL even if there are no changes to the 
participant list from the previous quarter. 
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(contõd) PL Development

ÇIf an LEA does not update/certify its PL by the deadline:

ÁThey are ineligible to submit a MAC claim for the 
quarter.

ÁThey are ineligible for SHARS reimbursement for the 
entire FFY 2023.
o All monetary reimbursements received during the current FFY 

will have to be returned.

ÇLEAôs must adhere to the PL requirements.

ÁTime Study may conduct random PL audits to ensure 
the positions listed are adhering to the PL 
requirements.
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PL Development ðVacant Positions

Vacant Positions

Are inconsistent implementations from year to year and district to district.

Ç Are selected for RMTS.

Ç A districtôs RMTS Contactôs email address is required to be the contact email 
address.

ÁDo not list the vendor email address for vacant positions.

Ç ñVacantò should be written as the first and last name on the PL. 

Ç Only add vacant position(s) anticipated on being filled during the quarter on 
the PL.

ÁRemove any vacant positions on the current PL open that were not filled 
during the previous quarter.

ÇShould be reviewed, edited and removed each quarter before the PL closes.

ÇExcessive number of vacant positions limits the moment as a ñreimbursableò 
response.

ÇRMTS Contact responds to the vacant moment as ñpaidò or ñunpaidò leave.

ÇExcess ultimately lowers the RMTS percentage across the state. 31



PL Development - Duplicates

Duplicate Positions

If more than one job function is performed by the participant, 
include it only once on the PL in the category/function performed 
majority of the time . 

Ç Please review your PL for duplicates before certifying the PL.

ÇEmail(s) will be sent to those LEAs identified as having possible 
duplicate entries.

ÇHHSC trained RMTS Contact will be responsible for removing 
duplicate entries prior to the PL close date.
ÁTime Study does not/cannot remove duplicates.

ÇTo remove duplicates from the PL do the following:
ÁExport your PL to Excel. Choose the column of data (e.g. 

address, external ID) that may have duplicates.  Highlight that 
column and choose the ñconditional formattingò option. Youôll 
see an option there to ñhighlight duplicate value
ÁBe sure to identify and remove any duplicates.
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Participant List Employees

ÇEmployees who perform SHARS Direct Medical Services or MAC 
activities:

ÁRegular duties on a weekly basis

ÁRegular employees

ÁFederally funded employees

o If these employees are excluded from the PL and the funding 
source changes during the quarter, then the costs canôt be 
claimed.

ÇContractors (including all positions) who are not employees of the 
district but provide services for district.

ÁFor one position being filled by multiple contractors, it should be 
listed as one position on PL. 

ÁFor multiple positions filled by one or more contractors, then each 
position should be listed on PL.

ÇVacant positions anticipated to be filled (with reasonable certainty) 
during the quarter.
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PL ðCategory Classification

PL categories with 
mixed job functions 

and titles:

Personal Care 
Service Provider 

Delegated 
Nursing

Service 
Coordinator/Case 

Manager
Outreach Worker

Behavioral 
Counselor
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PL ðCategory Classification

Who is NOT eligible for SHARS:

ÇEducational Diagnostician job title, unless performing 
PCS and/or being on PL for MAC if school participates 
in MAC.

Note: Educational Diagnosticians have to qualify under 
the Admin Cost Pool eligible category by performing 
Medicaid allowable activities to be included in the RMTS.
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PL - SHARS Direct Medical Categories

ÅRegistered Nurses (RN)

ÅLicensed Vocational Nurses (LVN)

ÅAdvanced Practical Nurses (APRN)

ÅDelegated Nursing Services

ÅPhysicians (MDs & DOs)

ÅLicensed Audiologist

ÅLicensed Assistant in Audiology

ÅLicensed Occupational Therapist (OT)

ÅCertified Occupational Therapy Assistant 
(COTA)

ÅLicensed Physical Therapist (PT)

ÅLicensed Physical Therapy Assistant 
(LPTA)

**All inclusive list of SHARS providers approved by Center for Medicare & 
Medicaid Services (CMS )

ÅLicensed Psychologist

ÅLicensed Specialist in School 
Psychology (LSSP)

ÅLicensed Psychiatrist

ÅSpeech Language Pathologist (SLP) 
with Texas license

ÅTEA- or SBEC -Certified Speech 
Therapists

ÅLicensed Assistant in SLP

ÅLicensed SLP Intern

ÅLicensed Professional Counselor (LPC)

ÅLicensed Marriage and Family Therapist 
(LMFT)

ÅLicensed Clinical Social Worker (LCSW)

ÅPersonal Care Service Providers
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PL ðMAC only Categories

ÇBehavioral Counselor

ÇInterpreter/Translator/Bilingual Specialist

ÇLicensed Bachelor of Social Work (LSW)

ÇLicensed Master of Social Work (LMSW)

ÇPhysician Assistant (PA)

ÇPregnancy, Education & Parenting Program Personnel

ÇPsychology Intern

ÇOrientation & Mobility Specialist

ÇOutreach Workers

ÇService Coordinator/Case Managers
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PL ðSystem Demonstration

Demonstration of online system:

ÇParticipant List Development

ÇManaging Contacts

ÇDesignating ñWilling to Hire Outò

ÇTraining Tracking

ÇTime Study Sample

ÇMonitoring Response Completion

ÇDocumenting non - response
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Polling Questions Time!!!!
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Time Study Moment ðGeneral Information

Ç Total pool of moments calculation                                         

Å (work days in quarter) x (work hours each day) x (60) x (# of 
participants).

Ç Time study ñmomentsò are randomly selected throughout the 
entire quarter.

Ç A time study ñmomentò represents one minute at the selected 
time.

Ç If a participant is sampled for a ñmoment,ò their only responsibility 
is to document what they were doing at that precise minute.

Ç Some options have ñhover-overò and/or ñquestion marksò that 
provide additional information that helps the participant make the 
best selection.



Polling Questions Time!!!!
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3. To be included on the MAC claim and/or SHARS Cost 
Report, the position must be included on the PL, 
True/False.

A. True
B. False

4.  Staff and/or positions who do not bill for SHARS can be 
on the PL, True/False? 

A. True
B. False 



Educational or Direct Medical

Educational Services include:

ÇReading/English/Language Arts 

ÇWriting

ÇMathematics

ÇScience

ÇSocial studies

ÇPhysical education 

Ç Functional curriculum

ÇElectives
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Educational or Direct Medical Service

Direct Medical Services are: 

ÇMedical Services that require a licensed skilled, trained 
professional, such as:

ÁNursing 

ÁPsychology, Counseling

ÁPhysician services

Á OT, PT, ST

ÁAudiology 

ÁPersonal Care Services (PCS) - Personal care services include a 
range of human assistance provided to persons with disabilities or 
chronic conditions which enables them to accomplish tasks that 
they would normally do for themselves if they did not have a 
disability. 
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Personal Care Service

The RMTS Contact is responsible for training time study participants as 
it pertains to personal care service.

Ç A personal care service is a direct medical service that is billable to 
Medicaid.

o A student receiving a personal care service should have an IEP that lists 
the specific activity and personal care service needed.

ÇIf the ñWhyò states ñto provide a direct medical service as defined on a 
student IEPò, then the ñWhatò should clearly define the personal care service.

Ç In situations where lesson planning is being done, please indicate the 
specific student audience and if it is IEP related.

ÁA participant should address if they are with a student before other 
employees.

Note: To ensure Personal Care Services are being documented correctly, 
follow -up questions may be asked.
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Personal Care Service (PCS)

ÇPCS is provided to assist a student with a disability or chronic health condition 
so they may benefit from special education services.

ÇPCS includes a range of human assistance provided to students to accomplish 
ADLs or IADLs the student would normally do for themselves if they did not 
have a disability.

ÅAn individual may be physically capable of performing Activities of Daily Living 
(ADLs) and Instrumental Activities of Daily Living (IADLs) but may have 
limitations in performing these activities because of a functional, cognitive, or 
behavioral impairment. 

PCS may be provided by a wide range of school personnel:
Teacher Aides Bus Aides/Monitors
Mobility Specialists         Health Care Aides Orientation
Instructional Aides Teachers
Bilingual Aides Clerks
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Personal Care Service

PCS Services included but are 
not limited to:

ÅEating/feeding 

ÅMeal preparation

ÅToileting

ÅMaintaining continence

ÅDressing

ÅGrooming

ÅTransferring 

ÅAssisting with self administering 
medication

ÅMonitoring*

ÅRedirection*

ÅPersonal hygiene

ÅCueing*

ÅRespiratory assistance

ÅPositioning

ÅAmbulation  

ÅIntervening with behaviors

Note: *PCS includes direct intervention (assisting the child in 
performing a task) or indirect intervention (monitoring, 
cueing or redirecting the student to perform a PCS task). 46



RMTS Moment Information Outline

ÇSampling and Notification

ÇParticipant Questions

ÇSystem Demonstration

ÇMoment Completion
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RMTS Moment Notification
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